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PT Coordinator approval (Contract Manager or designee until trained) 
· This is a preapproval process required in Swift

PT Coordinator Approver (Contract Manager) will receive an email from Purchaser via Swift 
· (Joleen Lenz, Michelle Stryker, or Jan Sandstrom)
· Review Contract Description box prior to approval

· Backup approvers - Jayne, Mary H., Tracey J., Kim 

Program Authorized Representative 
· Review Contract Description box prior to approval 
· Approve/Deny only for your Master Contract 
· See Cheat sheet
· Example – REM SR1 Nutting Truck – (Section Unit Project Name)
· Back-up Approvers – Cathy Moeger and Jayne 

PT Coordinator Approver or Program Authorized Representative - Begin approval process here:

Click on email to open email

Click on link within email

Sign into Swift
· User ID 
· User Password 
· Click OK

From Electronic Signature Details page, click on “Return to Main Document Page” link

On the Document Management page, go to “View and Edit Options”, and click on “View Document” button.
A prompt will appear at the bottom of the screen asking if you want to open or save the document.  Click “Open”.

Review documents - prior to approve or deny

Prior to approval verify information is correct
· See work order checklist for guidance

Close the document when done.  Make no changes on the document itself.

Back on the Document Management page, under “View and Edit Options”, click on the “Modify Attachments/Related Documents” link. 

Click on Modify Attachments/Related Documents link  
· Documents in this link must include if applicable
· Workplan/budget/gantt-timeline
· PT Delegated work order certification (if over $25,000)
· Work Order routing checklist
· 16A/16C

Prior to approval

If Work Order is under $25,000 insert the following statement into the comments box to certify no state employees is able and available to perform the services.

· No State Employee is able or available to perform the services.

DO NOT MAKE CHANGES TO THESE DOCUMENTS
· Check to verify documents checked appropriately for review by outside Contractors
· Workplan/budget/gantt-timeline
· Unchecked documents include:
· PT delegated work order certification
· Work Order routing checklist
· 16A/16C
· Scanning Request Form (until Tempo goes live)

Review all documents prior to approval or denial
· Refer to Approver cheat sheet and Work Order checklist

Click on view button for each document to review 

When done reviewing attachments, click on “Cancel” to return to the Document Management Page.
Go to “Review and Approval” and click on “Electronic Signature Details” which will return you to the original screen.  
At the bottom of the page, Click “Execute/Sign” or “Deny”
Add comments (especially helpful if you are denying the transaction).  Keep in mind that this is a public record.
In either instance, SWIFT will notify the “Administrator” (in this instance, the Purchaser) by email.

[bookmark: _GoBack]Don’t forget to add the certification under $25,000 note above.

